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GEA QUICK SHEET

This page provides a quick overview of the HEPIS Grant Eligibility Application system and how to use it.
We recommend you review the entire User Guide to learn more about how each part of the system
works so you can fully understand the Title Ill/Title V grant eligibility application process.

=

Log in to https://hepis.ed.gov with your username and password

See Sections Il & lll of this user guide for more details about logging into the system
2. Check to see if your institution has been determined eligible for a Title lll or Title V
grant based on 2020 data extracted from NCES and if so, print your eligibility letter
See Section V and Section VIII of this user guide for more about checking your eligibility
status and printing your eligibility letter
3. If your institution is not determined to be eligible based on NCES data, you may
choose to provide additional information by completing an Eligibility Application
See Section IX of this user guide for more information about the Application
4. If your institution is not determined to be eligible based on your Application, you may

choose to submit an Exemption Request, which will be reviewed by Department staff
and will be granted or denied based on their determination

See Section X of this user guide for more information about Exemption Requests

For complete details about this entire process, please read this User Guide and the Application,
Instructions and blank ED Form 1049, both of which are available at https://hepis.ed.gov/help.



https://hepis.ed.gov
https://hepis.ed.gov/help

I. About the Grant Eligibility Application System

The Grant Eligibility Application (GEA) system is used to determine if an institution is eligible to apply for
a new Title Il or Title V grant in the next fiscal year.

Institutions are eligible to apply for grants if they meet specific statutory and regulatory eligibility
requirements. An institution of higher education (IHE) that is designated as an eligible institution may
also receive a waiver of certain non-Federal cost-sharing requirements for one year. If an institution is
eligible, they may download their eligibility letter from the system.

An institution is determined to be eligible one of three ways: via Pre-eligibility based on NCES data,
Application, or Exemption Request.

Pre-eligibility. The GEA system is populated with a data extract from the National Center of Education
Statistics (NCES). An institution is determined to be pre-eligible if their Pell Grant recipients are EQUAL
TO OR ABOVE the current year’s threshold and their Core Expenses are EQUAL TO OR BELOW the current
year’s threshold. Due to reporting timeline constraints the most recent data extract is always two years
old, so if an institution is not deemed eligible via the data extract, there are alternatives.

Application. If an institution does not meet the pre-eligibility requirements, they may choose to
complete an application. The Application provides an institution with the opportunity to provide
additional and/or updated information that may cause their numbers to meet threshold requirements,
and therefore be determined eligible.

Exemption Request. If an institution’s application does not meet the eligibility requirements, they may
choose to submit an exemption request. The Exemption Request provides an institution with the
opportunity to provide further details and/or information that may explain why they do not meet
threshold requirements, and justify why they should be granted eligibility despite the numbers they
submitted. Exemption requests are reviewed by Department staff and will be granted or denied based
on their determination.

The GEA system generally opens in the late fall or early winter and remains open for approximately 60
days.

For more information please see: https://www?2.ed.gov/about/offices/list/ope/idues/eligibility.html



https://www2.ed.gov/about/offices/list/ope/idues/eligibility.html

[I.  HEPIS Home Page

After accepting a standard disclaimer regarding usage of a Federal website, you will be able to access the
HEPIS system home page.

HEP IS

Higher Education Programs: Institutional Service

1 HEP IS Home ‘ About ‘ Help ‘ FAQs ‘ Contact Us

Welcome to the HEPIS Web Portal

+ GEA Grant Eligibility Application o
+ ISAPRTIitles Ill & V Annual Performance Reporting System

Returning User? Login Below.

Email:
+ EFRS Endowment Financial Reporting System
« FIPSE Reporting System [ }
Password:
e System Status and Important Dates [ ]
Grant Eligibility Application system: [EfE) Forgot your password? Need Help?

Open 12/13/2021 to 01/21/2022

Titles 111I/V Annual Performance Reporting system:

Open 02/08/2021 to 04/09/262% 04/16/2021 (extended)

Titles 111/V Interim Reporting system:
(first year grantees only) Open 04/01/2021 to 04/30/2021

Endowment Financial Reporting System: e

Open from 7/24/2020 to April 2021 (exact closing date TBA) New to HEP IS?

Click the button below to get started
Fund for the Improvement of Postsecondary Education:

System open dates to be announced

Find blank forms and guides

Download blank forms and user guides for HEP IS systems.

About HEP IS Contact Us

1. Main Menu Links:

a. HEPIS Home - return to the home page

b. About - learn more about the HEPIS website and each of its subsystems.

C. Help - access User Guides, blank forms, and other helpful resources

d. FAQs - review answers to frequently asked questions

€. Contact Us - fill out a contact form to request assistance from the Help Desk (staffed

Mon-Fri, 9 am-5 pm Eastern time; telephone support is not available)

2. System Status and Important Dates - look here for important information about when various
HEPIS subsystems are opening and closing.



3. Find blank forms and guides - another link the the Help page described above

4. Login fields:
a. Email - in this system your username is your email address
b. Password - remember not to share your password with anyone; additional users require
their own accounts linked to their own email addresses
c. Forgot your password - to request a link via email to reset your password
d. Need help - another link to the Contact Us page described above
e. Login - after entering your username and password, click this button to login

5. New User - click here if you need to request a new user account

A. New User Accounts

If you need a new user account, click the New User button and enter your email address into the field
provided. The system will check to see if your email is already registered.

If your email address is not in the system, you’ll be presented with a form to request a new user account.
Make sure you provide the new user’s:

First Name

Last Name

Email Address,
Institution Name, and
Institution OPEID

The Help Desk must verify that the new user is authorized to access the application by contacting an
individual that is currently in the system from a previous year.

Please allow up to one business day for new accounts to be created.

To save a step and expedite this process, you may choose to have someone who completed the Eligibility
Application in a previous year fill out the new account request form rather than the new user.



[1l.  Two-Factor Authentication

All Federal websites are now required to include TWO-FACTOR AUTHENTICATION in the login process.
You may have seen this on other websites, especially those for banks and credit card companies.

Two-factor authentication requires that you login first with something you know (i.e., your username and
password), and then with something you have (e.g., your phone).

You’ll have the option to authenticate to the HEPIS website by means of:
e asmartphone app,
e atext message, or
e avoice telephone call.

You'll authenticate by confirming a request in the app, or by entering a 6-digit code onto the website
sent to you by text or by voice.

The smartphone app is the recommended option, but we realize not everyone will have the access or
the desire to use an app.

No matter which method you choose, the website will walk you through the setup process step by step.
Setting it up will take less than five minutes, and using it each time you login will take only a few seconds.



IV. HEPIS Landing Page

After you successfully log into the system, you will be on the HEPIS Landing Page.

HEP IS

Higher Education Programs: Institutional Service

HEP IS Home \ About | Help \ FAQs | Contact Us | Account \ Logout

Welcome test@statecollege.edu

GEA - Grant Eligibility Application System Open: 12/16/2019 - 01/31/2020

Your Institutions in the GEA system:

Institution Name Enter System

0000000 Community State College
University

Your landing page may look different from the one displayed above. It will show you the Institution and
Grants (if applicable) that your account has the rights to access.

The main menu has two additional links now that you’re logged in:
1. Account - click here to change your password and manage your two-factor authentication
method(s)
2. Logout - click here to end your user session and logout of the system

To download your eligibility letter, click the LETTER button. If that button is inactive or greyed out, it
means your institution is currently not deemed to be eligible. If the system is still open, you should enter
the system, review the data downloaded from IPEDS to determine your eligibility, and decide if you want
to submit an Application and/or an Exemption Request, as needed.

To enter the Grant Eligibility Application system, click the GO button.



V.  GEA Home Page

The GEA home page will show you your eligibility at a glance. As you can see below, there is a red “X” in
the Status column of the Pre-eligibility row. This means that our test institution is not eligible based on
their data imported from NCES.

Waicome tesifistatecollege edu
Community State College University

OFEID: DOMO0S00

Piesse verify and/or update your institution details.

Wierify /U pdate Institution Detaits

Your Eligibility Determination for FY 2018

Type Status What it means Details
An application needs to be submitted in order to be
considered for eligibility.
Based on the Informatisn in the integrsted Postsecondary Cducstion Dats
Syssem {IPID 3 pitile iresLitution for FY 2018 under
o T v Edvucation Act of 1965, s arsended by
el 7 2008 [HL |
— Higible: : TR
Ne .
| it ) = mCormecs and that your mnilution doss
) oriine a rice
e o = e = e Lo fill sut sn applcatic ap
olication | 80
k A

From the GEA home page you can perform the following tasks:
1. Verify/Update Institution Details - every year the first thing you should do is review your
Institution details and make any updates necessary (see Section VI)
2. View Letter - view and download your eligibility letter (see Section VIII)
3. View Data - view your eligibility data as determined from NCES (see Section VII)
4. Begin Application - if not determined to be pre-eligible, begin your eligibility application (see
Section IX)

Note: the Begin Exemption Request button in the last row of the table will be available only if and when
a user needs it (see Section X, if applicable).



VI. Institution Details

Each year you should verify and update your Institution details.

GEA

Grant Eligibility Application

About | Help | FAQs Contact Us | Account |

GEA Home / Institution Details

Institution Details

Updste your inshiution and contacl information beliw.

llege.adu

Community State College University

OPEID: (0000000
Primary Information
Institution Details
Address 12 Address 2
city: State: Zip:
| | | | |
DUNS: Religious: Type: Control
| || | -
Ceontact Person
Firse Mame: Mz Last Name:
Title:
Emaik: Fhone: Ext:
Data Entry Person
First Mame: Last Name:
Emaik: Phone: Ext:

“

The sample above is blank, but your Institution’s details will be pre-populated for you. Please verify that
all information is correct, including the names and contact information for the primary Contact Person
(required) and an Additional Data Entry Person (optional).

Click Save when done making updates.



VII.  NCES Eligibility Data

Click the View Data button on the GEA Home Page, or click the Eligibility Letter option on the left menu
then the Eligibility Information tab to see the data that was extracted from NCES to determine your
eligibility status.

REMEMBER: DUE TO REPORTING TIMELINES THE DATA EXTRACTED FROM NCES IS TWO YEARS OLD.
Therefore your eligibility for FY 2020, for example, is determined based on your Institution’s data from FY
2018 (i.e., school year 2017-18).

GEA

Grant Eligibility Application

GEAHome / Eligibility Letter

Eligibility Letter

Click Bietween the Labs 1o see your eligibifity determination and view/davwnload/print your eligibility letter.

Welcome test@statecollege edu

Exemprian Community State College University
OPEID: 00000000

Eligibility Letter

Eligibility Letter Eligibility Information

e Eligibility

Your Eligibility Calculation for FY 2018

Eligibility Threshold Your Eligibility Calculation

24%
it Reci of Hall-tive 16 Full-tite Unierg
Pell Grait Recipient Percent of Hallime 1o Full-time Undengrads 36% $hould ba = sligibinty thrssheid

524,187

Core Expenses per Full-ti vl
Expenses per Full-time Equivalent $30,044 Should bs <= aligibiity thrsahold

e Efigible: Na

There are two important points of data on this screen:
1. Pell Grant recipient percentage, and
2. Core Expenses per FTE.

Each of these values has a Threshold (3) that must be met in order for your Institution to be determined
eligible. The threshold varies from year to year, and on school type (2yr/4yr) and control (public/private).

Your Eligibility Calculation (4) shows your Institution’s data for the FY noted in the table header (current
fiscal year minus two years, again, due to NCES reporting timelines). As seen above, Pell Grant

10



percentage should be greater than or equal to the threshold, and Core Expenses should be less than or
equal to the threshold. This text will display in green if your Institution passes the test, or in red if it
doesn’t.

If your institution passes both of these tests, then it is determined to be eligible based on NCES data.
This means you’re done! You may now download your Eligibility Letter (see Section VIII).

If your institution fails either one or both of these tests, it is determined to be ineligible based on NCES
data. You now have the option of filling out an Application where you can provide additional data that

may change your eligibility status.

Click the Begin Application button to proceed (see Section IX).
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VIII.  Eligibility Letter

Click the View Letter button on the GEA Home Page, or click the Eligibility Letter option on the left menu
then the Eligibility Letter tab to view and download your eligibility letter.

Your eligibility letter can be used to apply for new Title Ill and Title V grants, and can also be used to
show eligibility for a waiver of the non-Federal cost share matching requirements.

GEA

Grant Eligibility Application

| Help | FAQs

GEA Home / Eligibility Letter

Eligibility Letter
ik between the Labs 1o see your eligibility determination and view/downboadipint your eligibiity lerter
Welcome test@statecollage adu
Essmpian Community State College University
OPEID: 00000000

Eligibility Letter

Eligibility Letter Higibility Information

Eligibility Letter

Bewnload yoiir 2018 Eligibility Letter Print your 2018 Eligibility Letter

U.5. Department of Education
Office of Post Secondary Education

Community State College University
City, State, Zip

OPEID: 00000000

Print Date: 2019-12-06

| rEgret 1o nformm you hal we were nol able 1o desgrate your institution a5 an "eligible instittion”
under Tates (1l and V of the Higher Cducation Act of 1965 as armended by the Higher Education
Opportunity Act of 2008 (HE). The reasan for Lhis derision

{Expianation wil cispay here )

ing this designation please contan Chwistapher Smith al
{202) 4537945 or [ason Cottrell PRUD. At jason Cottred@ed gov o (202)

If you’ve submitted an Application and an Exemption Request and you’re ultimately deemed ineligible, as
our sample Institution is here, your letter will include the determination made by Department staff in

the space indicated in the image above.
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IX. Application

The Application provides an institution with the opportunity to provide additional and/or updated
information that may cause their numbers to meet threshold requirements, and therefore be
determined eligible.

All fields on the Application are required.

c] .

Grant Eligibility Application

Abput | Help | FA( | Contact

GEA Home ¢ Application

Application for FY 2020

Eriter your infarmatian in the fiekls below Lo see your detedmined eligtilty.

Application
Welcome test@statecollege edu
Exempean Community State College University
OPEID: DO000060

Step 1: Application

Institutional Enroliment (Fall 2017 Headcount)

1. Total nstitwtional Enrallment

2. Tetal Minarity Envaliment

Institutional Statistics (Fall 2017)

1. Needy Student Requirement

L

A Crwoliment of Undesgraduate and Graduae Degres Students

B. Redpients of Tile [V Meed-Based Fnancial Assistance
ety rant, Ealbeye Wesk Study, and Peikis Laan]

vkl e

€. Encallervent af Half-Time up 1& and indudig Full- Time Undargraduste Degres Sludens

D. Pell Grant Recipients

2. Core Expenses [formerly known as Educational & General Expenditures) Requirement

A Undergraduate Full-Time Cquivalert Fall 2017 Chrallment

a. Total nurmdser of full-tirne undergraduate stedents

J0 U UL

b Tatal credit howrs Tor 8l part-tirme undergraduate studenis

(continued on next page...)
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b. Total credit howrs for all pan-ime undergraduate students I:I

Part-time undergraduste credit hours /12

Total Undergraduate FTE: Full-Time + (Part-Time / 12)

B. Graduale Full-Tune Cquivalent Fall 2017 Ennallment
. Total nurnber af full-time graduate studemns \:l
b. Tetal redit hows far all paritiree gradusts sudents I:l
Part-time graduste credie hours £ 12
Total Graduate FTE: [Full-Time + (Part-Time / 127]* 2.5
Total Undergraduate FTE + Graduate FTE

D Average 2017-3018 Core Expenses per FTE [C /A + B)]

Submit Application

D To the best of my kool

applicant has duly suthars
accrediling requirements.

il Belief, all data inthis application are rue snd carmect. The governing body of the
this discurmesn and the aggiieant will coenply with the regquined sssurances. we mest the

Tio condirm We sbove slaternent st subienit your elighility application, dick "Subirmit Apglication” Bullon. Plesss nols Lhal ance you
subit your application, it is nolonger updatable

To submit your application, complete all fields and check the box near the bottom confirming that all
data in this application is true and correct to the best of your knowledge. Then click the Submit
Application button.

If the data you supply changes your Pell Grant percentage or your Core Expenses and satisfies the
threshold requirement, you will be informed immediately. This means you’re done! You may now
download your Eligibility Letter (see Section VIII).

If not, you will have the option to fill out and submit an Exemption Request (see Section X).

For more information about the Application and the data requested on it, please see the “Application,
Instructions and blank ED Form 1049 in PDF format” link on the Help page.

14



X. Exemption Request

The Exemption Request provides an institution with the opportunity to provide further details and/or
information that may explain why they do not meet threshold requirements, and justify why they should
be granted eligibility despite the numbers submitted.

Exemption requests are reviewed by Department staff and will be granted or denied based on their
determination.

GEA

Grant Eligibility Application

About | Help | FAQs | Contact Us | Account | Logout

Exemption
Frepare a separate narrative for sach exermpiion oplion you select below that prowides the required evidence for tat ogption, and demanstrates that

the emerngion(s) applies (o your paroular institution.

The farrative rrivst conlain compeling svidence, Mere slaléments of (30 may not be enough 10 Suppart your Fegquest, You may also uplead

supparting dacuments for ach option.

Wou must respand 1o all carmpansants of the exermplion aption and provide Supporting dacumentation {releant siudies, recent repoTs and for dat,

1) 10 justily yaur fequest for &n £xemgtion,

Exemption

Ohack here Lo confinm hat you have read and understand the statemens sbave,

Welcome test@statecollege edu

Community State College University
OPEID: 00000000

1. Needy Student Reguirement 2. Core Expenses Review and Submit

Step 1: Needy Student Requirement

Select each box that applies and uplasd yaur supperting decuments.

W A sumast 50% of degres sudents are recipients of need-based Tide T financal suppoc.

x B. Crwolimen exceeds the threshald For percentage of student recening Pell grands for the fall 2017-2018 academic
LErm,

\/ €. Regquesting a exemnplion of Lhe néedy sludent regurement (Section 607,300 and Section 60330 sptan{s)):

D 1. The State provides more than 30 percent of the institution’s Budget and the nsttulion dharges not morne
than $95.00 for wition and fees for an scadernic year

D 2. Atleast 30 percent of e studenis served by the instiution in the bege year were students fram low
incarme famities

(continued on next page...)
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. The ingtiluticn subslantially increases e Nigher Bducation apporleniies far lowincome sludanis wive aré
aluo educationally dissdvantaged, unerreprassnted in posisecongary ediscalion, ar minority shedents

.

D 4. The institution substantially increases the higher education opporLunities for indheduals who reside in an
area that is not incheded in a “metr upUIiI.JI'I sraticlical ares” as defined :y’!he Office of \r‘.!ﬂ:ﬁ!rl'.!r’ll and
Budget and who are unserved by other postsecondary institugions

ithin 50 rilas of an Indian resesvation, o a substantial papulation of
granted the exemplion, substantially mcrease higher education

D 6. The institution will il granted (he exemption, substantially increase the higher educalion opporsnites foe
Back ar Alrican Americans, Hispanic Americans, Nalive Ameridans, Adian Americans or Paclic [slanders,
ncluding Native Hasaians.

Sare B Corvtinnee o Cisre Exxperes

It’s very important that you read the instructions at the top of this page. You will not be able to submit
your form unless you’ve checked the box indicating that you’ve read and understand the instructions.

As you can see above, the sample Institution failed the Needy Student requirement both in their NCES
data and in their Application. Now they are requesting an Exemption for this requirement, which is
represented by the green check mark at the top of the form.

There are six options which an Institution could choose as the basis for their Needy Student exemption
request. To read them in full, please refer to the Application, Instructions and blank ED Form 1049
found on the Help page.

You must select at least one option, but you may select more than one if appropriate. Click the check box
next to the option or options you wish to respond to.

Whichever option(s) you select, you must answer each question that will appear when you click the
appropriate check box. As noted in the instructions at the top of the form, you must also provide
supporting documentation (relevant studies, recent reports, and/or data, etc.) to justify your exemption
request.

16



Our sample Institution satisfied the Core Expenses requirement, therefore does not need to submit an
exemption request for this category.

GEA

Grant Eligibility Application

Abaut | Halp | Al | Cane: | ount | Logoart

Exemption

Prepare & separale narrative for each exemprion option you seleo below that provides the required evidence for that aption, and demenstrates that
L exemplion(s) applies 1o your particular istitution.

The narrative must contsin compelling evidence. Mere ststemants of Fact may nit be snauph o Suppor your request. You may ako uplaad
Supporiing decurnents Tor each eption,

Yo st respond 1o Sl components of the exemption optian and provide suppesting docurmenlation [relevant slodies, recent repans andfar data,
1) o justify your refquest Tor an exemption.

Exemption

D Check here to confirm thal you have read and underscand the SLalements above.

Welcome test@statecollege edu
Community State College University

OPEID: DOOO0000

1. Needy Student Requirement 2. Core Expenses Review and Submit

Step 2: Core Expenses

Your instilution slready satsfies this threshald. Continue to the next page.

‘Continue to Review and Submit

Based on your scenario, you may be asked to provide an exemption request for one, the other, or both
categories. If you do not have to submit a request, the system will not prompt you for the information.

On the Review and Submit page you will have the opportunity to review and edit your responses, if

necessary, as seen in the following excerpt from the page. Just click the Edit button (1) in the appropriate
field if you need to edit your response (see below).

17



1. Needy Student Requirement

2. Core Expenses

Review and Submit

Review and Submit

Needy Student Requirement

Seluct each box that applies and uplasd your supporting decuments.

M A rieas: 50% of degres siudens are recipients of need-based Title I financal supper.

MK B Corolimerd exceeds the Lhreshald for perceniage of Student receiving Pell grants for the fall 2017-2018 acaderic
L.

o € Requesiing a exempion of the nesdy student requirement {Section 607 3(b) and Section 603.3(b) option(s)):

. The State presides more Msan 30 percent of the institutio n's budget and the indhution charges net more
g than $9%.00 for twition and Fees o an aCadermic year

Provide eviderice Lhat the slale prowvided mare thar 30 pereent of your instilution’s budgst for the
base pear.

Prawide gvidence Lt your instilulian chirged not sove e $99.00 per studént for Luitin and fees for the

basse e
“Q@

1. Identify the resources provided by the stats, citing apecific dollar amounts.

Rarponse Dacs

2. Show actual tuition and fees charged per student.

3. Enter the 2H17-2018 posted tuitbon and fees.

Submit your Exemption Request when you are satisfied with your responses.

Your eligibility letter will be ready for download after Department staff has had a chance to review and
evaluate your request. Your letter will include a synopsis of their evaluation.

18



Xl. Help

The following GEA Resources are available on the system’s Help page:

1. GEA User Guide v 1.2 in PDF format (i.e., this document)
2. Application, Instructions and Blank ED Form 1049 in PDF format
3. Blank ED 1049 only in PDF format
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